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1.  Purpose.  This memorandum outlines policies, responsibilities, and
procedures for training of civilian employees within Headquarters, U.S. Army
Materiel Command (HQ AMC) and its serviced activities.

2.  Scope.  The policies in this circular apply to all HQ AMC civilian
supervisors, managers, employees, and serviced activities.

3.  Policy.  It is the policy HQ AMC to develop its employees through the
establishment and operation of progressive and efficient training programs. 
Affirmative action will be taken to ensure that equal opportunity is afforded
to every employee who needs training, regardless of race, creed, color,
national origin, sex, age, or physical handicap. 

4.  Responsibilities.  a.  The Deputy Chief of Staff for Personnel (DCSPER) is
charged with program responsibility for training and development within HQ AMC
and will assist management in accomplishing training objectives.  Authority to
approve government and non-government training which meets regulatory
requirements has been delegated to Deputy Chiefs or Staff, Separate Office
Chiefs, and their designated representatives.  Each Deputy Chief of Staff and
Separate
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Office Chief will appoint a Training Coordinator who is responsible for
assisting the Civilian Personnel Advisory Center (CPAC) in the dissemination
of training information and the administration of HQ AMC training programs.       

    b.  It is the responsibility of managers/supervisors to motivate and
encourage their employees to take advantage of all training opportunities
which will increase productivity as well as aid in the development of their
career progression.

    c.  The role of the Training Coordinator includes--

        (1) Maintain training files on each employee scheduled to attend
training, to include a list of substitutes.

        (2) Act as the liaison and single point of contact for the activity on
training matters.

        (3) Maintain current catalogs and sources of available training.

        (4) Consolidate and forward the activity's portion of the Annual
Training Needs Survey to the CPAC.

        (5) Disseminate training information, policies, and procedures within
the organization.

        (6) Maintain records of nominations resulting from surveys and the
status of such requests.

        (7) Ensure employees are advised of reporting times and locations of
courses in which they have been allocated spaces or for which training
approvals have been received. 

        (8) Assist employees filling out DA Forms 145 (Correspondence
Course Enrollement Application) when requested.
(Appendix A) 

        (9) Ensure DD Form 1556 (Request, Authorization, Agreement,
Certification of Training and Reimbursement) or AMCPE-OT Form 1
(Application/Completion of Department of Defense Courses) is submitted for all
training of 8 hours or more.  (Appendix B)

       (10) Ensure  HQ AMC Form 358-R (Record of Attendance) is utilized to
record all mandatory training. (Appendix C)

       (11) Represent the activity at all training coordinator meetings.

       (12) Review DD Form 1556 or AMCPE-OT Form 1 for accuracy, completeness,
and adherence to standards established in both AR 690-400, Chapter 410, and
the CPAC Training Guide.  The Training 
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Coordinator's name, office symbol, and telephone number will be placed at the
top of the DD Form 1556.

       (13) Return completed nongovernment training "Certified" copy of DD
Form 1556 (with blocks 36, b, c, d, and e completed) within 10 workdays after
receipt to the CPAC.

       (14) Assist the Deputy Chiefs of Staff and Separate Office Chiefs in
conducting the annual and special surveys which identify training needs.

       (15) Ensure Individual Development Plans (IDP) are completed by all
employees, maintained, and updated annually.  (Appendix D)

       (16) Confirm employee attendance for scheduled class or arrange for a
substitute to attend training 10 workdays prior to the course start date, or
as required by the training facility.

5.  General.  a.  Cancellation of training.  Requests for approval of
cancellations from courses for personal reasons will be documented in writing
at least 10 workdays prior to the course start date.  All cancellations of
training will be initiated at the manager/supervisor level and approved at the
Deputy/Assistant Deputy Chief of Staff or Separate Office Chief level.  This
also includes withdrawing an employee from a course without providing a
substitute.

    b.  Failure to complete training.  When an employee fails to complete
training due to negligence or willful misconduct on the part of the employee,
all expenses incident to the training other than salary costs will be refunded
by the employee.  Where appropriate, disciplinary action will be taken.

    c.  Training in a nongovernment facility.  When requesting training
through a nongovernment vendor, it is the responsibility of the attendee to--

        (1) Select the desired training with the approval of the
immediate supervisor.

        (2) State training objectives in block 18 of DD Form 1556 prior to
approval. (Appendix B)

        (3) Obtain the approving authority or designated representative
signatures in blocks 32, 33, and 34 of DD Form 1556.

        (4) Register with the vendor, utilizing the vendor's established
procedures, after a DD Form 1556 has been approved by
the Deputy Chief of Staff, Separate Office Chief, or their designated
representatives.  The DD Form 1556 will not be approved after an employee has
registered or started a course.

        (5) Confirm location, cost, dates, starting/ending times, and other
needed information.

        (6) Submit application to Training Coordinator for processing.

3



AMC-M 350-2

        (7) Complete HQ AMC Form 357-R-E (HQ AMC Training Evaluation) in order
to receive credit in their official personnel file for 8 hours or more. 
(Appendix E)  

   d.  Training in a government facility.  When requesting government
training, it is the responsibility of the attendee to--

        (1) Select the desired training with the approval of the immediate
supervisor.

        (2) Obtain the approving authority or designated representative
signature(s) to attend the training.

        (3) Submit training application (DD Form 1556 or HQ AMC Form 1) to the
Training Coordinator for processing by the CPAC.

    e.  Continued service agreement.  Employees must fill out the Continued
Service Agreement, block 38, and sign block 39 on the back of copy 1 of the DD
Form 1556 for all nongovernment training.  When an employee exceeds 1 year of
training in the previous 10 years of service, a request for an exception
(waiver) will be submitted at the Deputy Chief of Staff or Separate Office
Chief level to the CPAC.

    f.  Payment of books.  The option to pay for books and supplies will be
determined by the responsible Deputy Chief of Staff/Separate Office Chief. 
However, any reimbursement items (e.g., books or supplies) can be retained by
the employee as reference publications.  Employees are cautioned that selling
textbooks which have been purchased at government expense is prohibited.

    g.  Quarters.  Employees attending training at an Army school
with available Visitor Officer Quarters (VOQ) will utilize those
quarters prior to making reservations off the installation. 

    h.  Mandatory training.

        (1) Ethics training - Conducted annually by the Command Counsel
Office. (JER 5500.7-R)

        (2) Prevention of Sexual Harassment (POSH) training - Conducted
annually by the Equal Employment Opportunity Office.
(AR 690-12)

        (3)  Security training - Conducted semiannually by the
Security Office. (AR 380-5)

        (4) Subversion and Espionage Directed Against the U.S. Army (SAEDA)
training - Conducted annually by the Military Intelligence Office.  (AR 381-
12)

        (5) New Employee Orientation - Conducted quaterly by the Personnel
Office. (Per AMC Chief of Staff Directive)

4



AMC-M 350-2

The proponent of this memorandum is the United States Army Materiel Command.
Users are invited to send comments and suggested improvements on DA Form 2028
(Recommended Changes to Publications and Blank Forms) to the Commander, HQ
AMC, ATTN: AMCPE-O, 5001 Eisenhower Avenue, Alexandria, VA 22333-0001.

FOR THE COMMANDER:

OFFICIAL:                             CHARLES S. MAHAN, JR.
                                      Major General, USA
                                      Chief of Staff

CAROLYN GEBRE
Acting Chief, Printing and
Publications Branch

DISTRIBUTION:
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